| INBRIEF 


Looking for a new and  challen; 
managerial position, one that will make b 
use of my existing skills & experiences also 
further my personal development. I am 
talented as a Administrator/ Accounts 
Manager I am expert at helping customers 
to achieve their needs and simultaneously 
increasing a company’s portfolio. I have 
superior communication skills and will 
always provide customers with the highest 
level of service in all interactions. Ke 
strengths include being able to meet 
Administrator! Accounts objectives in a 
fast-paced environment and identifying 
opportunities to cross-sell all services. 


| conTacT 


© Hno 29 Street No, 04 Sector “ 
Manzoor Colony, Karachi 


sharyarghani@gmail.com. 


| EDUCATION 


Matriculation 
Intermediate 
B.S Hons. (Computer Science/IT). 


MBA (Accounts & Banking) 


D.O R: 10-8-1993 


SHARYAR GHANI 


CNIC # : 42301-7428538-3 


© | EXPERIENCES 


ASSISTANT LT ADMINISTRATOR at “PIMSA’ 
Preston Institute of Management Science & Technology. 
2010- 2011 


TANVEER AHMED ASSOCIATES 
(September 2012 till date). 
Worked as Administrator & Accounter. 


| SKILLS 


Software Installation and Configuration Primary Domain Controllers. 
Manage Office Equipments, Telephone Operator, Accounts, 
Banking and others work in a Construction Company 

(TANVEER AHMED ASSOCIATES). 

Allocate, post, reconcile, & verify transactions. 

Produce error-free accounting reports. 

Prepare financial statements and produce budget. 

Conduct internal audit to ensure compliance. 

Conduct month-end and year-end close process. 

Prepare Bank Reconciliation statements. 

Keep documents and financial record. 

Manage petty cash transactions. 

Verify vendors/suppliers bills. 

Other related task as required by management. 

2 Year experience in Networking and Troubleshooting in Preston 


University. 


@| REFERENCE 


Will be provided on request 


